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(Applying for a job)

-Job Advertisement

-Job application form

-Reply to job advertisement
-Practice

{Vocabulary and pronunciation,
Speaking, Reading, Key Grammar
Writing}
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(Applying for a job)

- Abbreviation in job application

- Occupation, Personal qualities
and employment

- Resume writing

- Type of resume

- How to write a resume?

What should be included in your
resume?
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(Job interviewing)

- Job interview conversation

- Preparing for a job interview

- Read and review the job
description

- Research the company

- What to wear to a job interview

- Plan your journey to the job

interview

- How to prepare for a phone

interview or a video interview

- How to act in an interview

- Common interview questions and

answers
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- What are behavioural interview
questions?
- Job interview tips: dos and don'ts
- Questions to ask in an interview
- How to read body language in an
interview
- How to follow up an interview
- Interview thank you email
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(Workplace)

- What is business transaction?

- Value for money

- Documents used in foreign trade

transaction

- Speaking Practice: Placing an

order

- Speaking Practice: Dealing with

late shipment

- How to make a business phone

call in English?
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(Making a Presentation)

- Making effective Presentation

- How to structure a presentation
- Conversation practice

- Grammar
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(Business Reporting)

- Business writing

- Business writing tips

- How to write business writing?

- public reporting of operating and
financial data by a business
enterpris
{Financial statements,

Balance sheet}

- regular provision of information to
decision-makers within an
organization to support them in
their work
{These reports can take the
form of graphs, text and tables
and, typically, are
disseminated through an
intranet as a set of regularly
updated web pages (or
"enterprise portal")}

- the expansion of information
technology there has been an
increase in the production of
unified reports which join
different views of an
organization in one place
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http://ghill.customer.netspace.net.au/re

porting/definition.html
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(Meeting arrangement)
- How to conduct effective
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- Vocabulary, Phrases and
sentences often used in
meeting

- Useful phrases for each
situation in running a business
meeting

- Type of business documents

Meeting minutes

- Conversation practice
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